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CITY  AND  COUNTY  OF  SAN  FRANCISCO 


OFFICE  OF  THE  CONTROLLER 


Edward  Harrington 
Controller 


September  28,  1999 

Susan  Leal,  Treasurer 

Office  of  the  Treasurer  and  Tax  Collector 

City  Hall,  Room  140 

1 Dr.  Carlton  B.  Goodlett  Place 

San  Francisco,  CA  94102-4676 

Dear  Ms.  Leal: 

The  Controller’ S/Audits  Division  presents  its  report  concerning  the  audit  of  the  cash 
revolving  fund  of  the  Office  of  the  Treasurer  and  Tax  Collector  (Office).  The  Office 
established  two  revolving  fund  bank  accounts  to  maintain  a change  fund,  and  to  pay  for 
minor  office  supplies,  mileage,  and  parking  fees. 

Reporting  Period:  January  1,  1998  through  April  29,  1999 

Authorized  Amount:  $4,500 


In  general,  the  Office  correctly  administered  and  used  its  revolving  fund.  Our  audit 
disclosed  only  the  following  minor  issues: 

• The  revolving  fund  exceeded  the  authorized  amount  by  $201. 

• The  Office  just  needs  one  bank  account  for  its  revolving  fund. 

The  Office  took  corrective  action  and  deposited  the  $201  to  a miscellaneous  revenue 
account  and  consolidated  the  revolving  fund  functions.  The  Office’s  response  is  attached  to 
this  report. 


Results: 


EDWARD  H. 
Controller 


554-7500 
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INTRODUCTION 


The  Board  of  Supervisors  of  the  City  and  County  of  San  Francisco  (City) 

appropriated  a cash  revolving  fund  of  $4,500  to  the  Office  of  the  Treasurer  and  Tax 
Collector  (Office)  under  the  San  Francisco  Administrative  Code  (Administrative 
Code),  Section  10. 165.  The  Office  uses  the  revolving  fund  to  pay  for  minor  office 
supplies,  mileage,  and  parking  fees,  and  to  maintain  a change  fund.  The  Office  maintains  a 
change  fund  of  $3,800  and  two  revolving  fund  checking  accounts  for  the  two  divisions  in  its 
office,  a $300  checking  account  for  the  treasurer  division  and  a $400  checking  account  for 
the  tax  collector  division. 


SCOPE  AND  METHODOLOGY 

The  purpose  of  this  audit  was  to  determine  whether  the  Office’s  revolving  fund  assets 
agreed  to  the  amount  authorized  in  the  Administrative  Code  and  recorded  in  the 
Controller’s  Financial  Accounting  and  Management  Information  System  (FAMIS).  We  also 
determined  if  the  Office  correctly  administered  and  used  its  revolving  fund.  In  addition,  we 
assessed  whether  the  internal  controls  over  the  revolving  fund  were  adequate,  and  whether 
the  fund  was  sufficient  to  meet  the  Office’s  operational  needs. 

To  conduct  the  audit,  we  reviewed  the  applicable  provisions  in  the  Administrative  Code,  the 
Controller’s  Departmental  Instruction  No.  1052,  and  the  Purchaser’s  Guide  to  Ordering 
Goods  af id  Services.  We  evaluated  the  Office’s  procedures  for  recording,  summarizing,  and 
reporting  the  revolving  fund  transactions.  We  tested,  on  a sample  basis,  the  Office’s 
revolving  fund  transactions  during  the  audit  period  to  determine  whether  the  transactions 
were  proper  and  valid. 
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AUDIT  RESULTS 


THE  OFFICE’S  REVOLVING  FUND  BALANCE 
EXCEEDED  ITS  AUTHORIZED  AMOUNT 

As  of  April  29,  1999,  the  Office  of  the  Treasurer  and  Tax  Collector ’s  revolving  fund 
exceeded  by  $201  the  $4,500  amount  authorized  in  the  Administrative  Code. 
According  to  the  cashier  manager  in  the  treasurer  division,  the  $201  excess 
occurred  because  some  cash  receipts  from  the  department’s  bureau  of  delinquent  revenue 
and  investigation  section  were  mixed  with  the  change  fund  when  the  Office  moved  into  City 
Hall  in  January  1999.  Since  the  Office  did  not  periodically  count  the  cash  in  its  change  fund 
and  reconcile  its  revolving  fund  balance  to  its  authorized  amount,  it  was  not  aware  of  the 
excess  amount  in  its  revolving  fund. 

Corrective  Action 

According  to  the  special  assistant  to  the  treasurer,  the  Office  has  deposited  the  $201  to  a 
miscellaneous  revenue  account.  She  also  stated  that  the  Office  has  also  implemented  a 
policy  to  reconcile  the  total  revolving  fund  to  the  authorized  amount  on  a weekly  basis. 


THE  OFFICE  USED  ITS  REVOLVING  FUND  APPROPRIATELY 
BUT  NEEDS  JUST  ONE  REVOLVING  FUND  ACCOUNT 

The  Office  generally  used  the  revolving  fund  assets  within  the  purpose  of  the  fund  and  in 
compliance  with  the  Controller’s  departmental  instructions.  While  we  identified  one 
questionable  expenditure  related  to  renting  a parking  space,  the  Office  took  corrective 
action  and  stopped  renting  the  parking  space  when  the  Controller’s  Office  instructed  the 
department  to  cease  renting  the  space  We  also  found  that  the  Office  has  adequate  internal 
controls  over  its  revolving  fund  and  the  revolving  fund  amount  is  sufficient  to  meet  its 
operational  needs. 

However,  our  review  disclosed  that  the  Office’s  revolving  fund  activity  was  low,  and  the 
Office  should  consider  consolidating  the  revolving  fund  functions  for  its  two  divisions  and 
use  just  one  revolving  fund  checking  account.  For  the  tax  collector  division,  we  found  that 
it  used  its  $400  revolving  fund  checking  account  to  pay  for  expenses  totaling  $1,345  in 
calendar  year  1998,  or  an  average  of  $1 12  each  month,  and  submitted  only  quarterly 
reimbursement  requests  to  the  Controller.  For  the  treasurer  division,  we  found  that  it  used 
its  $300  revolving  fund  checking  account  to  pay  for  expenses  totaling  $2,352,  or  an  average 
of  $196  each  month,  and  submitted  9 reimbursement  requests  to  the  Controller  in  a one- 
year  period.  Since  the  Office  is  only  spending  an  average  of  $308  each  month  for  the 
department  as  a whole,  we  believe  it  is  more  efficient  for  the  department  to  consolidate  the 
revolving  fund  functions  of  its  two  divisions  and  to  have  just  one  revolving  fund  checking 
account. 
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Corrective  Action 


According  to  the  special  assistant  to  the  treasurer,  effective  July  1,  1999,  the  Office 
consolidated  the  revolving  fund  functions  of  its  two  divisions  and  assigned  the  fund 
custodian  for  the  tax  collector  division  the  responsibility  to  maintain  the  department’s 
revolving  fund.  She  also  stated  that  the  bank  balance  of  the  treasurer  division’s  revolving 
fund  account  was  transferred  to  the  tax  collector  division’s  revolving  fund  account  on  July 
1,  1999. 


We  conducted  this  review  according  to  generally  accepted  government  auditing  standards. 
We  limited  our  review  to  those  areas  specified  in  the  audit  scope  section  of  this  report. 


Staff:  Elena  Chiong,  CIA,  Audit  Manager 
Gani  Soy 
Lorena  Marquez 
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RESPONSE  TO  THE  AUDIT 


OFFICE  OF  THE  TREASURER  AND  TAX  COLLECTOR 
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Office  of  the  Treasurer 

and  Tax  Collector 

City  and  County  of  San  Francisco 
City  Hall , Room  140 

# 1 Dr.  Carlton  B.  Goodlett  Place,  San  Francisco,  CA  94102 


SUSAN  LEAL,  Treasurer 


DAVID  TSENG,  Chief  Assistant  Treasurer 
Phone;  (415)  554-4478 


September  23,  1999 

Edward  Harrington,  Controller 
Office  of  the  Controller 
City  Hall,  Room  316 
1 Dr.  Carlton  B.  Goodlett  Place 
San  Francisco,  CA  94102-4676 

Dear  Mr.  Harrington: 

This  is  in  response  to  the  Controller’s  Audits  Division  Report  dated  September  16,  1999 
concerning  the  audit  of  the  Cash  Revolving  Fund  of  the  Office  of  the  Treasurer  and  Tax 
Collector. 

In  general,  we  agree  with  the  audit  findings  on  the  Cash  Revolving  Fund  amounting  to 
$4,500  and  hereby  accept  the  Controller’s  Audits  Division  Report  for  the  period  from 
January  1,  1998  through  April  29,  1999.  As  mentioned  in  the  report,  the  Office  of  the 
Treasurer  and  Tax  Collector  has  taken  all  the  necessary  corrective  measures  relative  to 
the  revolving  fund. 
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cc;  Mayor 

Board  of  Supervisors 
Civil  Grand  Jury 
Treasurer 
Budget  Analyst 
KPMG  LLP 
Public  Library 
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